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PCOLI CE MAJOR

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative
position, the primary duty of which is to assist the Police
Chief in the planning and directing of the |aw enforcenent
activities of the department and in the supervision of all
personnel of the departnent. In the absence of the Police
Chi ef, the Police Major assunmes responsibility for the operation
of the entire departnment. Work of this class is performed with

a high degree of autonony. General work assignments are
received directly from the Police Chief who reviews and
eval uates the work of this class. This class ranks directly

bel ow t hat of Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assi sts the police chief in managi ng the operation of the police
departnment, including organizing all services of the departnment
and depl oyi ng departnment personnel. Assists in the research and
pl anning for progranms and activities of the departnent.
| nspects various services of the departnent and eval uates the
ef fecti veness of these services.

Organi zes and nmamnages personnel recruitnent and selection

prograns, including interview ng prospective enployees and
maki ng recommendations for hiring. Makes or reconnends
pronotions in accordance with civil service |aw. | nsures that

all departnment policies conformto EEOC standards.

Studi es new | aws, regul ations, ordinances, and court rulings
relating to police department operations to determ ne if changes
in departnment policies and procedures are needed.

| nvestigates conplaints against departnent personnel and
formul ates a recommendation for reply to the conplaint or for
action to be taken. | nvestigates all accidents involving
department equi pment or personnel, determ nes the cause, and
makes recommendati ons on procedure to avoid future accidents.

Revi ews incom ng conmuni cati ons and nmakes assignments to staff
or wites comments and notes as necessary in order to route work
to the appropriate person or |ocation.

Gathers information to be used in conpiling budgets. Authorizes
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the expenditure of funds allocated for police departnment
operation, making sure that such expenditures are in accordance
with the budget.

Det erm nes what information should be included in departnment
records and in what form this information should be kept.
Supervises the preparation and maintenance of departnental
records and reports.

Conmpiles and analyzes data needed for reports and wites
reports. Wites letters in answer to witten or oral requests
addressed to the police departnent.

Serves as departnent representative at neetings of governnent al
or civic comm ttees. Makes speeches or conducts denonstrations
on | aw enforcenment topics, as requested. Acts as department
representative to the news nedia. Answers tel ephone inquiries
about the operation of the police departnent or any related
areas of | aw enforcenent operations. Coordi nates the work of the
departnment with rel ated federal, state, and |ocal agencies and
coordi nat es special public service projects of the departnent.

Hol ds neetings with subordinate officers for the purpose of
receiving reports or dissemnating information. Delegates
authority to subordi nates when allowed by |aw. Assigns work or
duty areas. Approves | eave. Eval uates work performance of
subordi nates by reviewing their reports and discussing work
performance. Provi des assistance to enployees in technical
areas of work and counsel s enpl oyees experienci ng work probl ens.
Resol ves enployee conplaints and grievances; mai nt ai ns
di sci pl i ne anong enpl oyees of the departnent.

Devel ops a training program for the departnent and sees that
such program is properly staffed and supplied with training
resources. Provides on-the-job training for departnment nenbers.

Supervises the general care, mai nt enance, and use of
departnental equi pnment, notor driven vehicles, stations and
grounds, and other related property. Mai nt ai ns depart ment

i nventory of supplies and equi pnent. Purchases or reconmends t he
purchase of equi pnent and supplies.

Manages the |aw enforcenent operations of the departnent
including patrol operations, special tactical operations,
crimnal investigations, collection and protection of evidence,
traffic control and accident investigation, juvenile services,
and jail adm nistration.

Performs any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of appointnment, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must be a regul ar and permanent enployee in the class of Police
Capt ai n.

Must possess a valid Louisiana driver's |icense.
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